A5/ 28/2AA4  11:28 EAZ-F12-BE47 ADOT PROCUREMENT PAGE B1/17

STATE OF ARIZONA <
DEPARTMENT OF TRANSPORTATION m
PROCUREMENT | 4 }
AZFACTS FAX-ON-DEMAND

ADOT S0LICITATION REFERENCE NUMBER:  T05-49-00007

Commodity Code; 0715-0047; 0915-0000, 0006, 0012, 0046, D075, 0083, 0088, 0096; 0952-0110, 0130,
0155, 0145, 3305, 5400; 0961-0010, 0056

Description; SPR 553 — Driver License Manual Best Practices

DUE DATE: June 25, 2004 at 5:00 P.M. MST
DATE POSTED: May 28, 2004
Opening and Submittal Location:  Arizana Department of Transportation
, Procurement Group
1601 West Jefferson, Rm No. B37, MD 100P
. Phoenix, Arizona 85007
REPLY TO:
Responsible Contract Officer:\k Karie Ingles Telephone: (602) 712-8505
E-mail kingles@dot. state.az.us FAX (602) 712-3487
THIS PROCUREMENT IS RESTRICTED TO SMALL BUSINESSES. A SMALL BUSINESS IS ONE THAT,
INCLUDING ITS AFFILIATES, IS5 INDEPENDENTLY OWNED AND OPERATED, IS NOT DOMINANT IN THE
TYPE OF BUSINESS IT CONDUCTS, AND WHICH EMPLOYS FEWER THAN 100 FULL TIME EMPLOYEES OR
WHICH HAS GROSS RECEIPTS OF LESS THAN $4 MILLION IN ITS LAST FISCAL YEAR.

“An Equal Employment Opportunity Agency”

The Arizona Department of Transportation is committed to the principles of Equal Employment Qpportunity. To ensure
dissemination and of the Equal Opportunity program throughout all levels of the department, the ADOT Civil Rights Deputy
Administrator serves as the Equal Opportunity Administrator for the Arizona Department of Transportation.

TABLE OF CONTENTS

Title Page

Section 1.0, Scope of Work

Section 2.0, Uniform Terms and Conditions
Section 3.0, Special Terms and Conditions
Section 4.0, Uniform Instructions to Offerors
Section 5.0, Special Offer Submittal Instructions
Attachment 1 - Price Sheset

Attachment 2 - Offer and Confract Award
Altachment 3 - State of Arizona Substitute W-9 Form
Attachment 4 - References

Exhibit A - Interview Outline

Current Work Plan

o
R -X- NS S I Y, S
m

1.0 SGOPE OF WORK

1.1  Problem Description

1.1.1 The Arizona Department of Transportation (ADOT) herein after referred to as the
Department, and the Arizona Transportation Research Center (ATRC) are seeking the
services of a qualified firm or individual (hereinafter referred to as Project Researcher).
The Arizona Driver License Manual is the state’s main toal for instructing drivers in the
rules of the road. The manual represents one of the Department's greatest
opportunities/responsibilities for motoring public safety education. A good manual has the
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potential to make better drivers. Since the driver is the most significant factor in roadway
safety, it is incumbent upon states to make their driver manuals as good as they can be.

1.1.2 Arizona's driver license manual is reviewed and updated annually by the Motor Vehicle
Division (MVD), but this mainly addresses legisiative and business process changes. A
benchmarking effort that is both thoraugh and comprehensive to validate or enhance the
content, formatting and delivery method of the information contained in the manual is
neaded.

1.2 Project Qhjectives

1.2.1 Determine the best practices in driver manual publication and dissemination.

1.2.2 Recommend steps necessafy for Arizona to adopt the best praclices.

1.2.3 Document the safety implications of having a goed driver manuai.

1.3 Approach and Work Plan

1.3.1 This project will be undertaken by means of hiring one or more persens to work on a part

time basis for approximately twelve months. Ideally, this project would commence in
October of 2004 and conclude by September of 2005,

1.3.1.1 Task 1: The Project Researcher will review and modify the existing work plan as needed.
Intermediate Deliverables shall be identified in the work plan along with any progress
payments associated with these deliverables. The Technical Advisory Committee (TAC) will
review the scope of work and work plan. At that time, any revisions needed, will he made.
Deliverable: A revised work plan acceptable to the TAC.

1.3.1.2  Task 2: Review driver license manuals and other related publications frorm all motor vehicle
jurisdictions in the United States. In addition, review other driver safety Information
published by governmental organizations such as the Federal Highway Administration
(FHWA) and the American Association of Motor Vehicle Administrators {(AAMVA), and from
private organizations such as the American Automobile Association {AAA), American
Association of Retired Persons (AARP), Motorcycle Safety Foundation, national driving
schools, insurance companies, etc. Analyze the content, organization of topics and
presentation/layout of the information. In addition, analyze the distribution methods and
procedures used for the publications-printed, audio, multimedia, online (pdf vs. HTML),
interactive, etc.; including, where the printed manuals are available-at motor vehicle offices,
schools, other. Most of the manuals have been obtained and will be supplied to the
researcher by the project manager,
Deliverable: Document the findings in a manner that is acceptable to the TAC and which
will be suitable for inclusion in the final report

1.3.1.3  Task 3: Review the survey results already in-hand. Make an effort to fill in any gaps by
contacting states for which survey data is not currently available, The objective is to query
other mator vehicle agencies on their experiences with driver [icense manuals, especially
efforts to ensure or improve the quality of the product and to elicit information on the safety
impacts of good versus bad manuals.
Deliverable: Document the findings in a manner that is acceptable to the TAC and which
will be suitable for inclusion in the final report.

1.3.1.4  Task 4: Compare the Arizona manual to the best practices found and: 1) Determine if all
essential elements of the rules of the road and safe driving skills are up-to-date and clearly
explained in the Arizona manual. 2) Determine that the organization of this information and
the illustrations used are optimal for tharough comprehensicn. 3} Determine the most cost
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effective distribution methods and procedures to maximize flexibility, accessibility and
comprehension. Ildeniify ways (if any) that the Arizona manual could be improved.
Deliverable: Document the findings in a manner that is acceptable to the TAC and which
will be suitable for inclusion in the final report,

1.3.1.5  Task §: Project Researcher shall submit a Project Final Report and a four-page Research
Note to ATRC. The Final Report shall contain the data and explanatory narrative sufficient
to document the Project goals, scope, methods used in the research, activities and issues,
results, recommendations and all cther requirements specified in this Sclicitation. The Final
Report shall include suggestions on how to implement recommendations made. Electronic
copies of the Final Report shall be provided in mutually agreed upon formats. The Final
Report shall conform to the version of the ATRC document, Guidelines for Preparing ATRC
Research Reports, which is in effect at the time this Contract is executed. At Project
Researcher's request, ATRC will provide a printed or electronic copy of the Guidelines or
the document may be found on the Internet at:
http://www.dot.state.az. us/ABOUT/atra/rptguide.htm.  The four-page Research Note serves
as an executive summary for the project. it must be written in a concise manner with an
emphasis on the research need, project goals, and key results, conclusions and
recommendations. ATRC will provide format samples and guidelines for this document,
which will be both printed and posted on the Internet. The Project Researcher is respansible
for correction of deficiencies in the Final Report that are identified by the Project's Technical
Advisory Committes, the Federal Highway Administration or ATRC. The Project is not
considered complete until Report deficiencies are corrected. The Project Researcher
should include report preparation and revisions as part of the work scope for this
Salicitation.
Deliverable: A final report that is acceptable to the TAC, Federal Highway Administration
(FHWA) and ATRC. ‘

1316 Task 6: Provide a brief presentation to the Research Council or ancther audience
designated by the TAC. This presentation shall include such visual aids as necessary or
useful in portraying the information content of the research. Copies of the final report and
any handouts of sther information shall be distributed to members of the Research Council
at this presentation.

Deliverable: A final oral presentation that is acceptable to the TAC.

1.4 Project Researcher Responsibilities

1.4.1 Conduct the research in accordance with ATRC guidelines. These guidelines can be found
at http:ilwmu.dot.state.az.usIABDUT!atrdResearch!Guidelinesuhtml.htm. Copies of
previously published ATRC reports Hustrating the type of final product required can be
found at http:/lwww.dot.state.az.usIABOUT/atrc/PublicationsiSF‘RiSPR“Reports.htm.

1.4.2 Respect the confidentiality of the Department’s data—using any confidential information
solely for the purposes of this research project,

1.4.3 Submit periodic progress reports that summarize work to date and include a copy of
appropriate deliverables {for example, bibliographies, research notes, partially completed
text, tables ar graphics). Frequency of progress reports shall be determined and mutually
agreed upon at the time the work plan is approved.

1.4.4 Submit invoices for payment purposes. These invoices shall accompany the periodic
progress reports and shall be for amounts commensurate with tangible accomplishments of
the project. The Project Manager shall provide sample format for invoices.
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1.5 TAC Responsibhilities

1.5.1 Provide guidance to the project by making timely responses to any relevant questions
posed by the Project Researcher. ‘

1.5.2 Assist in obtaining access to any official data, records, or information needed for the
research.

1.5.3 Review prograss reports in a timely manner to provide feedback and ensure that the project
stays on course.

1.5.4 Review and approve (if satisfactory) the final report.

1.5.5 Provide reasonable assistance in the oral presentation to the Research Council or other

designated audience.

1.5.6 Make the best effort to implement recommendations that would be beneficial to the
Department or other government agencies and/ar the traveling public.

1.6 - Project Manager Responsibilities

1.6.1 The Project Manager shall provide general direction as necessary and be responsible for all
decisions pertaining to the work on this project, including processing invoices and reporting
progress to TAC.

2.0 UNIFORM TERMS AND CONDITIONS

2.1 Incorporated herein by reference. To obtain a copy of the Uniform Terms and Conditions in
full text, log on to htip://sporas.ad.state.az.us/ or contact Karie Ingles at (602) 712-8505.

3.0 SPECIAL TERMS AND CONDITIONS

3.1 Term

3141 The term of any resultant contract shall commence upon contract execution and shall
continue for one {1) year, unless terminated, cancelled or extended as otherwise provided
herein, ‘

31.2 By mutual agreement, any resultant contract may be extended for supplemental periods up

to & maximum of forty-eight (48) manths or not to exceed $34,999.99.

3.2 Method of Payment

3.21 All project invoices are paid at 90% of the billed amount. The remaining 10% is withheld
until final completion of the project. Payment is made based upon the deliverables identified
and completed. The Department reserves the right to withhold payment in the event that
adeguate documentation of satisfactory progress toward completion of the project has not
been received. The Project Manager shall be the judge of the adequacy of documentation
grﬁf \évgether progress on the project is satisfactory. The maximum budget for this project is

,000.

©3.2.2 The Contractor shall submit invoices for services rendered to the address as follows:
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3.2.3 Arizona Department of Transportation, Transportation Research Center
Department {Mail Drop 075R)
206 S. 17" Avenue

Phoenix, AZ 858007
Attention: Mr. John Semmens

3.3 Changes
3.3.1 The Department reserves the right to revise the delivery schedule and make other changes

within the general Scope of Work as may be deemed necessary to best serve the interest of
the Department. All changes shall be documented by formal amendments to the contract in
accordance with A.R.S. 41-2503 (5).

3.4 Ofishore Performance of Work Prohibited

3.4.1 Due to security and identity protection concerns, all services under this contract shall be
performed within the borders of the United States. Al storage and processing of
information shall be performed within the borders of the United States. This provision
applies to wark performed by subcontractors at all tiers.

4.0 UNIFORM INSTRUCTIONS TO OFFERORS

4.1 Incorporated herein by reference. To obtain a copy of the Uniform Instructions to Offerors
in full text, log on to hitp://sporas.ad.state.az.us or contact Karie Ingles at (602) 71 2~8505.

50 SPECIAL OFFER SUBMITTAL INSTRUCTIONS

5.1 Evaluation Criteria for Project researchers

5.1.1 The table below indicates the items and the relative order of importance that shall be given

to each factor in the selection of the firm or individual to undertake the research project,
The offeror shall submit items 2 through 6 in written form, The project manager shail
evaluate the offers and make a recommendation for award based upon the following
evaluation criteria. Those offers determined to be reasonably susceptible of being selected
for award shall be invited to interview. ¥ circumstances prevent full exscution of the
contract, the offeror submitting the next ranked offer will be called. An award will be made
to the responsible offeror whose offer is determined to be the most advantageous to the
State by the Procurement Officer.

1. Interview The Project Manager will interview the offeror in person or by telephone, The
interview questions to be asked are found in Exhibit A of this solicitation.  Any
other questions that may be asked are strictly limited to clarification, as defined
below in AA.C. R2-7-3C1 (3), of the offer submitted and to establish that the
offeror is responsible, as defined below in A.R.S. 41-2531 (14), to undertake this
project. No revisions to the offer or solicitation will take placa.

Definitions:

AA.C. R2-7-301 (3) - “Clarification” means written or oral communication with a
bidder or offaror, including demanstrations or questions and answers, for the sole
purpose of information gathering or of eliminating minor informalities or correcting
nonjudgmental mistakes in a bid or proposal. Clarification dees not otherwise
afford the bidder or offeror the opportunity to alter or change its bid or proposai.

A.R.5. 41-2531 (14) - "Responsible bidder or offeror” means a person who
has the capability to perform the contract requirements and the integrity and
reliability, which will assure goed faith performancs.
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2. Sample of Provide a sample of offeror's best work an a research project. If possible, this
Previous work sample should reflect work on a related topic or demonstrate the type of skills that
would be useful on this project.

3. Cover latter Submit a one-page cover letter briefly describing why offeror should be selected for
and resume the job and attach a brief résumé listing educational and job experiences.

4, References Provide three (3) references (including telephone numbers and e-mail addresses)
who will vouch for offeror's ability and attitude. References are required to complete
Attachment 4, References.

5. Transcripts Provide an unofficial copy of college transcripts, OR describe offerors organizational
OR Qualifications| capabilities, background qualifications and experience. Include internal methods

of the proposed for completing projects on time and person responsible for schedule,
Organization
6. Price Utilizing the Price Sheet, specify a “Firm Fixed Price” for completion of the project.

This shall be supported by an hourly rate combined with an estimation of how many
hours would be required to complete the project.

52 Required Inforrnation

521 The offer shall include all of the following information listed below and should be presentad
in the order, in which they appear, to the location indicated on the solicitation, page one (1)
by the time indicated. Responses may be faxed to (602) 712-3487, Attention Karie
Ingles. Reference the solicitation number on offer. Responses must be in writing and
signed. FAILURE TO PROVIDE ALL OF THE REQUIRED INFORMATION MAY RESULT
IN REJECTICN OF THE FAX ON DEMAND,

5211  ATTACHMENT 1 - PRICE SHEET

3.21.2  ATTACHMENT 2 - OFFER AND CONTRACT AWARD SHEET

2.2.1.3  ATTACHMENT 3 — STATE OF ARIZONA SUBSTITUTE W-9 FORM

5.21.4  ATTACHMENT 4 - REFERENCES

5215 COVERLETTER AND RESUME

5.2.1.6  TRANSCRIPTS OR QUALIFICATIONS OF THE ORGANIZATION

9.2.1.7  SAMPLE OF PREVIOUS WRITTEN WORK
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ATTACHMENT 1
PRICE SHEET

SOLICITATION NO. T05-49-00007

COMPLETE THIS FORM IN ACCORDANCE WITH SOLICITATION REQUIREMENTS AND SUBMIT WITH

OFFER:

FIRM FIXED PRICE for research project 5 Total
Estimated number of hours to complete project Hours
Hourly Rate 3 /hour

SOLICITATION REFERENGCE NO, T05-49-00007 — PAGE 7 OF 17
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ATTACHMENT 2
OFFER AND CONTRACT AWARD

ARIEONA DEFARTMENT OF TRANSPORTATION
Procuerment Group
1739 West Jackson, Room 100R
Phoenix, Arizona B5007-3276
Phene: (602) 712-7211

ATION NO. T05-49-00007 R )
SOLICIT 0 ADOT

4

Submit this form with an original signature to the State,
OFFER

TO THE STATE OF ARIZONA; .
The bidder hereby offers and agrees o perform in compliance with all tarms, conditions, specifications and amendments of this
solicitation and any written exceptions in the offer. Signature aiso acknowledges receipt of all pages Indicatad in the Table of

Caontents.

Federal Emplayer Identificatio For ctarification of this offar, contact:
o ’ Printad Mame
Offeror's (Company) Name Email Address
Addrass Company Email Address
City State Zip Signature of Parson Authorized to Sign Offer
Telephone Printed Name Date
Facsimile Title

SMALL BUSINESS CERTIFICATION

As a person authaorized to rapresent this offeror, by signing below | certify that the bidding organization 1s qualified as a
small business. A small business means a cancern, including Its affiliates, which js Indepandantly ownad and operated,
which Is not dominant in its field, and which emplays fewer than one hundred fuli-fime employees or which had groas
annual recelpts of less than four million dollars in its last flseal vaar (A.R.5. §41-1001). Procurements estimated to cost
lezs than twenty-flve thouzand dollars ($25,000.00) shall ba rastricted to small businesses in accordanca with A.A.C. R2-

7-334.
Signature of Parson Authorized to Cartlfy Status as Small Business ‘

ACCEPTANCE OF OFFER AND CONTRACT AWARD (FOR STATE OF ARIZONA USE ONLY)
Your bid is hereby accepted,

The contractor is naw bound to perform based upon the solicitation, including all terms, conditions, specifications, amendmants,
etc., and the contractor's offer as accepted by the state.

This contract shall henceforth be referrad to as Cantract Na.

SPR 553 — Driver License Manual Best Practices

The contractor is heraby cautioned not to commence any billable work or provide any material, service or construction utider this
contract until contractor receives a purchase order.

Slate of Arizona

Awardad this day of 2004

KARIE INGLES
As Procurement Officer and not personally

SOLICITATION REFERENGE NO. T05-49-00007 — PAGE 8 0F 17
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ATTACHMENT 3 |
bo NOT STATE OF ARIZONA SUBSTITUTE W-9 FORM DO NOT
SEND TO IRS REQUEST FOR TAXPAYER IDENTIFICATION AND CERTIFICATION SEND TO |RS

e LEGIBLY FRINT OR TYPE REQUIRED INFORMATHION 4+

i Taxpayer Identlfication Numbar (TIN)

Enter your TIN In the appropriate box. For individuals, this is your soclal security number (S5NM). For ether antities, It Is your employer identification number (EIN).
If you are a resident allen OR a sele proprietor OR do not have a number, ses the Instructions on page 2.
Social Securlty Number (SSN) Employar Identification Number (EIN)

ce L - LT [ T e orR 4 [ | LI T T T T T

Name (if using SSN) or Business Nama (if using EIN) - as reported with Soclal Security Administration or IRS

Remittance Address (If different from main address)
DBA, Business, 3ubsidiary, Trade name, Other (cirgla one) Name

Addrass

Main Address {whers t2x Informetion and ganaral eamespandancs fa o be malled)

Clty, State, and ZIF Code

City, State, and ZIP code

For Payoes Exempt From Backup

Contact Name i Withhalding (See instructions on pags 2.)

TYelaphona numbear Eéx number

{ ) ( )

Check the appropriate box: L1 (5) Business (check one of the following) L1'{6) Individual (check one of the following)
__{A) Arizona Corp.-including Non-Profit (D LS. Citizen/Permansitt Resident

D( 1 )(E,) State Employee __(C) PC,PLLC, or LLC (5 So0le Owner of a Husinss (using 5500
—(F} Financial Institution

(H2)(G) Federal Agency —_(H) Benefits Provider D {7) Other (Non-corporate ineluding, but not
— (M) Medical Cotp. limited to conferences, trust funds,

A ama [3) Out of Btate Carp-including Nem-Profit receiverships)

[J(3)(G) Arizona State Agency —_(P) Professional Assoc. ~PLEASE BRIEFLY DESCRIBE
___(3) Sole Owner (using EIM)

CJ(4XG) Other Government Agency —(T) Partnership, LLP, ot LTD
___ (L) Public Utility Co. D (E}B) Board Memiber

Minority Business Indicator: (check one of the following that best describes your business)

__ 01— 5mall }Busincss ___ 106 - Small Business/Worman Owner 11— 5mall Businsss/Minotity Woman Owner

__ D2 —Minority Qwner Bu:siness 07— Small Business/Disabled Owner ___ 12 « Small Business/Disablad Minority Qrwner

— 03— Woman Owner Business w08 — Minority Woman Qwner Businesg ___13 — Srriall Business/Disabled Minority

— 05 — 8mall Busincss/Minority Owner ___09— Disabled Minority Owner Business ' Wormnan Owner

‘ 10 = Disabled Woman Owner Businsss __ 00 —None of these apply

BPARCITE Certification |

Under penaliles of patjury, | certify that:

1. The nutmber shown on this form s my cormect faxpayer identificatian Atmber (or | am watling for & number to be issued to ma), AND

2, I am ot sublact to hackup withholding because: {a) | am exernpt from backup withholding, or (b) 1 hava not been nottfied by the Intemal Revenua Servica (IRS) that

I'afm subject 1o back up wittholding 2= & fesult of a fallura b raport 2l imerast ot dividlends, or [e) ta IRS has nolfled ma that | am longer aubjact te backup withholding AND

3 l'am & U5, person (ineluding a .5, rasidant alfen),

Certification Instructions, You mus! cress out item 2 above i you have been notifled by the [RS that you are surtantty subjeet i backup withholding bacause you have falled to raport all mierest

and dividends an your tax retum. For real estata transactions, em 2 doas not apply. For morgage inerest pald, acquisiion or abandanment of securad property, cancellation of debt, eontribudions to an
glar:;gual retiremant account (IRA), and gererally, payments other than interaat and dividands, you are nat required to sign the Cartitication, bl you must provide your corrac! TIN, (Ses Insinzztions on

The Internal Ravanue Service does ot requira your consent fo any provision of this documant other than the certifications required to avold backup withhalding,

Sign Hore | sl [R—

[ NEW VENDOR ] TIN CHANGE ] NAME CHANGE
AGY ___ _  AGENCY CONTACT AGENCY CONTACT PHONE# { } EXT,
APPROVED BY (PRINT) {SIGNATURE) Data

Siata of Arlzena Subsliute W-B Form (H24002)

e b e — e . = .
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ATTACHMENT 4
REFERENCES

SOLICITATION NO. T05-49-00007

Provide a copy of this form to each of three (3) references for completion and inclusion with
offer. These references will be checked, please make sure all information is accurate and

current.

Offeror's Name

Reference Name

Reference Telephone Number

Reference Facsimile Number

Reference E-mail Address

What is the nature of your relationship with the referenced individual?
—— Current or former student
—.__ Current or former employee
—. Other (please elaborate)

1. On a scale of 1 to 10, with 10 being the best, how would you rate this person / firm in terms
of their ability to do each of the following: (Explain as necessary.)
Complete work on schedule
Take direction
Prepare a quality written report

Make a coherent oral presentation

2. Attitude:
Excellent. always gives a good effort. Independently achieves good parformance.

Good: usually gives a good effort, Requires some coaching/motivation.

Fair: gets work done but requires frequent coaching/motivation.

Poor: unreliable, Does not work to patential.

3. \Ics t?ﬁrej anything else you can add that would help us evaluate this person’sffirm’s suitability
ar the job?

SOLICITATION REFERENGE NO. T05-49-00007 — PAGE 10 OF 17
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EXHIBIT A
INTERVIEW OUTLINE
SOLICITATION NO. T05-49-00007

Narme

Project

Date

Why do you want to work on this project?

What do you know about driver license manuals?

How will you proceed with the research on this project?

What distinguishes you from other candidates for this job?
What is the most important skill or attribute you will bring to this job?

Are there any particular special circumstances or requests (i.e., work schedule, timeframe, task
arder, etc.) you would like to make regarding thig project?

Any additional comments you would like to make or items you would like to show that would help
ADOT evaluate your capabilities for this job?
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DRIVER LICENSE MANUAL BEST PRACTICES

WORK PLAN 553 -

Prepared by:

DATE

Prepared for:

Arizona Department of Transportation
206 South 17th Avenue

Phoenix, Arizona 85007

in cooperation with

U.S. Department of Transportation
Federal Highway Administration
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This Project Work Plan contains a summary of the research, tasks and final report to be completed for Arizona
Department of Transportation (ADOT) project SFR 553: Driver License Manual Best Practices. Included in this Work
Flan are a Project Overview, Proposed Report Outline, Scope of Work, and Estimated Completion Dates and

Deliverables.

Project OVERVIEW

The Arizona Depariment of Transportation (ADQOT) views the driver license manual as one of the Department’s greatest
opportunities and responsibilities for educating the public about safe motar vehicle aperation. ADOT also believes that a
geod manual has the potential to make befter drivers. While Arizona'’s driver license manual is reviewed and updated
annually to address legislative and business process changes, ADOT has a further interest in validating or enhancing the
content, formatting and defivery of its manual. To accomplish this, ADOT has contracted for a thorough and
comprehensive research effort referred to as SPR 553: Driver License Manual Best Practices.

Project Objectives
Three objectives have been set for this project:

Determine the best practices in driver manual publleation and dissemination.
Recommend steps necessary for Arizana to adopt the best practices,
= Document the safety implications of having a good driver manuyal,

'The Project Researcher expects to meet all project objectives by completing the tasks and subtasks outlined in the Scope
of Work presented within this Work Plan.

Accass to Information

The Project Researcher sirives to complete all projects in the most efficient and cost effective manner passible. In an
effort to meet this goal, the Project Researcher anticipates that ADOT and the Technical Advisory Committee {TAC) will
assist by providing whatever background Information is readily available, such as relevant publications and contact
information for the motor vehicle jurisdictions and related agencies and organizations. Initial research indicates that some
infarmation may be obtained more quickly and may be easier or less costly to obtain If requested by 3 member of the
American Association of Motor Vehicle Administrators (AAMVA). Thus, access to Arizona’s AAMVA marmbership number
or a direct contact at ADOT who can procure information for the Project Researcher through contacts at AAMVA and other
organizations may be helpful as well.

PROPOSED REPORT OUTLINE

The final report will contain all research data and a fully explanatory narrative documenting the results and methods used

to complete the analysis. The report format will be that used for State Planning and Research (SPR) research publications

of AROT, which complies with the Arizona Transportation Research Center (ATRC) Guidelines for Preparing ATRC
" Research Reporis.

The following additional report elements are required and have been provided by ATRC for inclugion by the Project
Researcher:

Report Cover.

Disclaimer Notice.

Technical Report Documentation Page.
Metric Conversion Factars Page.

The body of the report will be provided by the researcher and will include the Tollowlng required elermants:

Executive summary

Introduction

Background information.
Scope of the project.
Organization of the report contents.
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Research Methodology and Findings

Discussion of Literature Review .

This section of the report will pravide background and findings on the best practices used in driver license mapual
publication and dissemination. The following items will be summarized in narrative and table format, reflecting the findings
from a review of drivers license manuals from 52 U.S. motor vehicle jurisdictions (the 50 states plus Washington D.C and

Fuerto Rico):

» Categories of manuals available: regular, motorcycle, commerciat driver license manuals, spacial interest manuals
such as bilingual, teen/new driver, aging driver, difficult driver manuals.

* Method of dissemination {online: yes/ng; best platform: L.e., pdf vs. html: and other recommended guidelines for Web
implermentation).

= Comparison of similar and different aspects of manuals.

= Presence of sample test questions (in the manual andfor online),

Algo included in this section will be a summary of findings and a brief discussion about the safety impacts of good versus
bad driver license manuals..The primary focus of this discussion will be the results of a review of driver safaty information
published by some or all of the following agencies and arganizations:

Federal Highway Administration (FHWA),

American Association of Motor Vehicle Administrators (AANVA),

American Assoclation of State Highway and Transportation Officials (AASHTO).

Bureau of Transportation Statistics (BTS).

National Highway Traffic Safety Administration (NHTSA).

American Automobile Agsociation (AAA). :

AARP1,

Motoreycle Safety Foundation. ‘

American Driver and Traffic Safety Education Association (ADTZEA) and national driving schools.
Insurance Institute for Highway and Auto Safety (IIHS} and insurance companies.

In addition, the researcher will attempt to obtain and summarize other information that may be useful in farming final
conclusions and recommendations for this project, such as:

*  Model driver license manuals.

»  Siatistics on the frequency of pass/fail, multiple atternpts at test taking, recurring problem questions, or other possible
indicators of deficient manuals. ‘

= Statistics, policies and information regarding special needs of states with large populations of young, aging, and/or
non-English speaking drivers.

= Statistics, policies and information on auto, motoreycle and pedestrian interface2.

The rate of success in obtaining such information will be reflected in the researcher’s progress reports and in the final
report,

Survey and Interview Findings

This section of the report will summarize and discuss the findings of a varfety of surveys and interviews conducted with
representatives of motor vehicle jurisdictions and traffic enforcement agencies, as well as exit interviews conducted with a
sampling of people who have |ust taken a driver license test. The results will relate experiences with driver license
manuals from the perspectives of the licensing agencies, law enforcement agencies, and users, and should provide
valuable information in determining best practices and forming recommendations for ensuring and improving the quality of

" The AARP was formerly known as the “American Association of Retired Persons.” Membership is available to anyone
over the age of 50, though, and not ali members are retired persons, To better reflect its membership, the organization
dropped the wording and changed its name to simply the letters “AARP” in approximately the year 2000.

2 Several states, such as Qregon and California, emphasize, either within their regular drivers manuals or through the
publication of separate manuals, the impartance of being aware and of being courteaus and lawful when sharing the road
with pedestrians and motoroycles. The Project Researcher will briefly consider such information and any statistics or
policies related to auto/motorcycle/pedestrian interface to determine whether ADOT's driver license manual sufficiently
covers this topig,
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Arizona's drivers license manual. Findings will be summarized in narrative and table format and will include sample copies
of the surveys and the Interview questions used in soliciting Information.

Conclusions and recommendations

In summary, this section of the report will compare best practices discerned fram all research to Arizona's current driver
license manual and will present opinfons and condlusions based on the results of the research project.

Recommendations will be provided as suggested actions for improving the Arizona drivers licanse manual based on the
research findings.

Appendix

Any supplementary material that is indirectly related to the report will be presented in the Appendix.

References
Alt sources referred to in the final report will be listed as References.
SCOPE OF WORK

Task Description of Task and Subtasks

1. Present an Outline of the Work Plan

2. Review Literature and Documant Findings

2.1. Obtain and review driver license manuals of all other motor vehigle jurisdictions with the
following goals:

1) Discover categories of manuals available and methods of delivery, i.e., are there manuals
for regular, motorcycle, commercial and other types of licenses, and are the manuals
available online via the jurlediction’s website,

2) Compare and document similar and different aspects of manuals, including last update,
length, clarity, content, quality of graphics, special accommodations {bilingual / specific to
teens, aging drivers, or difficult drivers), emphasis en safety regarding presence of
motorcycles, bicycles, and pedestrians, and other features.

3) Determine whether sample test questions are included in the manuals or online.

22 Obtain and review driver safety information published by FHWA and AAMVA and other
organizations, such as MA, AARP, Motorcycle Safety Foundation, national driving schools, and
insurance companies, to slicit information on the safety impacts of good versus bad manuals.
Atternpt to obtain and evaluate:

1} Madel driver icense manuals developed/recommended by AAMVA or other organizations.

2) Statistics on frequency of pass/faii, multiple aftempts at test taking, recurring problem
questions, or other possible indicators of deficient manuals,

3) Statistics, policies and infarmation regarding the special needs of states with large
populations of young, aging, and/or non-English speaking drivers.

4) Statistics, policies and information on auto, motorgycle, bicycle and pedestrian interface.

Conduct Surveys and Document Findings

3.1 Survey all motor vehicle jurisdictions by mail, email, telephone, or a combination of the three, to
learn about their experiences with driver license manuals, especially their efforts to ensure or
ngrove the-l. quality of the product and to elicit information on the safety impacts of good versus

ad manuais,
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Task Description of Task and Subtasks (continued)

4, Conduct Interviews And Document Findings

4.1, Select between 5-10 states whose driver license manuals have outstanding features or whose
survey responses and/or driver license manuals suggest a unigue and/or interesting approach.

4.2, For Arizona and each of the additional selected states, interview one representative of the
licensing agency by telephone, email, in person, or a combination of the three, to determine the
following:

1) How the agency handles their driver license manual(s), i.e., process for evaluating needs,
drafting and editing manuals, testing effectiveness, obtaining feedback, final approval,
distribution, and revision cycle and methodology.

2) Their experience with the safety impacts of having a good or bad manual.

3) Any other information or recommendations that may be useful to Arizona DOT in Improving
its driver license manual.

4.3, For Arizona and each of the additional selected states, interview one or two representatives
from a traffic enforcement agency, such as the state police, by telephone, email, in person, or a
combination of the three, to determing the following:

1)} The agency's perspective of the value of a good driver license manual in terms of preparing
responsible drivers.

2) Their experierice with the safety impacts of having & good or bad manual,

3) Any other information or suggesticns that may be useful to Arizona DOT in improving its
driver license manual.

4.4, For Arizona and 1-2 other states of convenience to the researcher, conduct brief exit interviews
with approximately 10 people who have just taken a driver license test to determine information
such as the following:
= Whether they used the state's driver license manual to prepare for the test.
= If not, why not? And, did they pass/fall, have to take multiple tests?

i so:

~  Was the manual helpful, ar confusing?

—~ Did they pass/fail, have to take multiple tests?

- What improvements might make the manual more useful as it relates to the lest?

- Did the information in the manual prepare them to be safe and responsible drivers?

= Will they refer back to the manual in the future, or discard it?

Compare Best Practicas And Recommand Improvements

5.1. Compare the best practices discerned from zll research to Arizona's current driver license
manual.

5.2, Recommend steps for improving Arizong's product baged on research findings.

6, Submit Final Report

G.1. Submit a final report containing all research data and a fully explanatory narrative documenting
the results and methods used to complete the analysis, following the report format used for
State Planning and Research (SPR) publications of ADOT. '

6.2. Provide an electronic copy of the final repart in Microgoft WORD format.,

7. Provide Brief Presentation

7.1, Providg a brief presentation to the Research Council or another audience as designated by the
Tecl_'mrca] Advisory Committee (TAGC). Incluce visual aids as necessary or useful in porraying
the information content of the research and a handout of the information to be distributed to
members of the Research Council at the presentation,
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Estimated Completion Dates of Deliverables

ADOT PROCUREMENT

Task

Estimated Completian
Date

Paymant
Amount Due

Present Revised Work Plan

Review Literature and Decument Findings

Conduct Surveys and Document Findings

Conduct Interviews and Document Findings

Compare Best Practices and Recommend
Improvemeants

Submit Final Report

Provide Brief Presentation
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